OCEAN CITY
DEPARTMENT. QF RECREATION AND PARKS
RECORDS RETENTION AND DISPOSAL SCHEDULE

’

SCHEDULE uo*%

PAGE [/ OF [/

Agency

Town of Ocean City

Division/Unit

Recreation & Parks

Eagle's Landing Golf Course

Gift certificate records, mail
lists, personnel data, liquor
board permits, office supply

records, travel requests,
CNET files, disciplinary
actions, PFH invoices, menu

pricing/ costs, employment
applications, rule sheets,

staff meeting notes, invoice
files, inventory reports, and
correspondence.

ITEM

NO DESCRIPTION RETENTION

1. Cash Receipts- copies Retain for.3 years and until
the originals are sent to all audit requirements have
finance dept. Golf shop been met.
receipts, cash summary sheets.

2. Vendor Files- Retain for- life of contract
advertising agreements, or agreement plus 3 years
correspondance, purchase ordrs |then destroy
brochures, bid specs, and
contracts.

3. Concession Stand sales Retain for 3 years and until
concession stand and beverage |all audit requirements have
cart sales, cash tapes, summarybeen met.
sheets and reports.

4. Subject files-

Destroy material having no
further legal,
fiscal,

administrative,
or operational value

DATE-

TITLE

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

@/lb/ 0O

SIGNATURE// /afWk@O 9’5(/‘«00/6;
TYPE NAME 7HOIW ﬂ'jj J. SHUSEL

Dl ScTol.

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST

DATE

SIGNATURE QM{C' /7”?’"/

APR 11 2000




INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW '| DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WATH RECORDS RETENTION RECORDS MANAGEMENT DIVISION Y

SCHEDULE (OGS 550-1) . 7275 WATERLOO ROAD . ] 41
P.O. BOX 275 - JESSUP. MARYLAND 20794 - Page of /

1. DEPARTMENT/AGENCY I/QlV'ISlON 3. UNIT
 prezy //ﬁ fooridins | Fal /el

{ DEFINITION - Records Serjyds - A group of related rocords normaily filed and used as a unit for reference as well as rotention and disposition purposes.

4. RECORD SERIES TITLE S. EARLIEST YEAR f LATETEST YEAR

.5//4/@7%@ il

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/cccumentsiforms found in the Series. Inclucde the purpose of function of the Series:

- Clonanss T Der 7 e ps ey Gl
D@///%/ ,442 L ﬁp/p/anL e
'ﬁ/f/;é% Ao s | THAEL -
Dé’”aZO/vﬁxz %%7/ /;/%*///? »
// W@wafﬁw /7/ Mé// //%422974”
éfdﬁ 7’7»%@ éécfé/cé /?F?T/%’f///c;/”é (2 Vé’“)

O Computer Tepe !5}

0O legal Size a ,.Compmex Tape . ) O Numefical - j——"n’ Other (Specfyy .

O Bound Book - O Floppy Disk O . Chronological - Number 7

O Audio Tape O Video Tzpe O Geographiczl . 10. ANNUAL ACCUMULATION
_ _ : S . O File Drawe! (s}
" 0 Other (Specify) . O Other (Specify)

G Microfilm Reel {sj
0 Computer Tapeis}
Q@ Qther {Specify)
_ Numper
11."FILE IS USED— ~ CL 12. FILE BECOMES INACTIVE AFTER :
m o Weekly " O Monthiy O Month(s) o Year(s)
. : . Number ' )
13. CURRENT LOCATION(S) (Bldg.. . Floor, Room) ) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency <r offica}

ﬁ AF ﬁ[//B a Yes : S No
e Joetls ~ -

15. Aé/ ESS RESTRICTIONS (If yes, cite w{ 8 regulation{s) | 16. AUDIT REQUIREMENTS

a Yes : . o No G None a  State . 8 Fedesal O independent

17. (S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

describe any hardwarelsofiware) Destroy material having no

O Yes | o No : further legal, éq:mmmﬁve
fiscal or operational value

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

3S 5504 (Revised 93)




- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
f| SCHEDULE (OGS 5504

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
T275 WATERLOO ROAD
P.O BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

" Page ; of g

1. DEPARTMENT/AGENCY

om0 L7

——

f'/ 20K S

2. DIVISION

2

3. UNIT

Gl s s

DEFINITION - Records Sgfies -

A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

Ve lors

5. EARLIEST YEAR / LATETEST YEAR

/P 19

| 6. RECORD SERIES DESCRIPTION ( Brw‘ly

cribe the lyp°s of mrormauon/cccu'nenxy(o:ms ound in lhe Series.

Y

Include ?tﬁose of funt:iﬂlfif%h_‘;‘_;cu=e é

s s, SN2
| /%rzé/?je 7/’25/! Sz Aé erEse Ié/é
| -M/FW 25 LTSS ; =He

)

7. RECORD SERIES FORMAT(S)
Letter Size

oM icrofilm

8. RECORD SERIES SEQUENCE -
Alphabetical

9. VOLUME /
rila Drawer(s}

o Microfilm Ree! is;
a Computer Tzpe {3}

O Legal Sze D_Compule! Tzpe a Numerical 7 o Other (Specify)
O Bound Book Q Floppy Disk o Chronological “Number é./ 6‘
O Audio Tape O Video Tepe G Geographical 10. ANNUAL ACCUMULATION
: . O File Drawer s;
0 Other (Specify) O Other {Speciiy) O Microfilm Reel (s}
o Computer Tape(s)
Q Other {Specify)
_ Number
11." FILE IS USED _ 12. FILE BECOMES INACTIVE AFTER
Daly -~ O  Weekly O Monthly o Month(s) a  Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

frﬁ/F Clr S

14.

IS RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specify agency cr office:

W /V g  Yes S No
e{ h

15. ACCESS RESTRICTIONS {if yes, cite Iaw@"{regulahon(s)' 16. AUDIT REQUIREMENTS
o Yes O No g None a State O Federal . O Independent

17. IS AN INOEX SYSTEM USED? (If yes, explain bneﬂy and
describe any hardware/sofiware)

O Yes O No

thew d

Ireg

Retn) o For—Life oF—
IEE 7t Ples é’)éfz@

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

/

21. DATE

1741

38 5504 (Revised 1193)




NS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
" REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Y

_ 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

" Page 3 ot

4

1. DEPARTMENT/AGENCY

Lres

M. )i

2. DIVISION

3. UNIT

G~ ey

DEFINITION - Records Seri

- A group of related racords normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

Copiss o0 545 x)//%/// %«f&ﬁ

5. EARLIEST YEAR f LATETEST YEAR

>

6. RECORD SERIES DESCRIPTION ( Briefly describe the lype

Ladiames: Dy,

217,

of :nro:rnalnon/cccumemsﬂo:ms 'cund in the Sefies.

Include

Gerey e (RS,
ey T ; Aﬁd/dé{s/ﬁxt) S uﬁ{fﬂ/

the purposse or function of the Series:

/éﬁ /a/f?z—
ﬁ/'

7. RECORD SERIES FORMAT(S)
Letter Size

o Microfim

o Compuler Tapé

0 Legal Size
O Bound Book a Floppy Disk
O Audio Tape [w] \ﬁdeo Tepe

O Other (Specify) _

8. RECORD SERIES SEQUENCE

C Alphabeticsa!
umerical

0 . Chronologica!

9. VOLUME / .
rile Drawei(s)

a Microfilm Ree! i5;
a Compuler Tepe 3}
Other {Speciy)

L=

] Ggographx’cal

QO Other (Speciiy]

Dky

10. ANNUAL ACCUMULATION
O File Drawer (s;
G Microfilm Reel {s;
Q Computer Tapeis)
Q Other {Specify}

Number

11. " FILE IS USED
Daily - O Weekly

G Monthly

12. FILE BECOMES INACTIVE AFTER

O Month(s) o]

Number

Year(s)

13. CURRENT LOCATION(S) (Bldg Floor, Room)

14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency or office}

a Yes S No
57/4/2,& S Wdﬁw
15. ACLEZSS RESTRICTIONS (If yes, cite law(s) Aﬂalion(s) ) 16. AUDIT REQUIREMENTS
O Yes : . o No a None 0 State - O Fegderal a Independent
17. IS AN INDEX SYSTEM USED? (! yes, explain briefly and 18. RECOMMENDED RETENTH
descri ef! . .
crbe any hardwarelsoftware) Retain for 3 years and until all

O Yes o No

audit requirements have been

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

fulfilled, then destroy.

5 550-4 (Revised 193)




(NSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (OGS $50-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

T275 WATERLOO ROAD
P.C. BOX 275 - JESSUP, MARYLAND 20794

Page i/

ya L
of éz
/

1. DEPARTMENT/AGENCY

PLEGA) L) s

—

2. DIVISION

3. UNIT

;/F @P/

DEFINITION - Records Sene/A group of related rocords normally filed and used as a umt for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

CH=h /gﬁf/zf/&f/

5. EARLIEST YEAR [ LATETEST YEAR

= ,
gfﬁ STG A 1997

Ly 2 52T

8. RECORD SERIES DESCRIPTION ( Bt'e'ly describe the

of mformaluonldccuvnemszfocms cund

lhe Series.

@fﬂfsf

A

//V%/a F/ﬁa@i

Include the purpose of function of the Seu’es;l ;

7. RECORDEERIES FORMAT(S)
- Letter Size a] Mi_croﬁlm

o Computer Tabe

O Legai Size
O Bound Book O Floppy Disk
O Audio Tape o Video Tepe

" O Other (Specify) _

9. VOLUME

8. RECORD SERIES SEQUENCE
' O File Drawer(s}
O Alphabetical O Microfilm Ree! ;s
0 Compi eoe (3}
o e e
0 . Chronalogical “Number
10. ANNUAL ACCUMULATION

° G_e?graphxcal O File Drawer s;
o Microfilm Reel (s}
o Computer Tape(s)
QO Other {Specify)-

O Other (Specify}

D57

1. FILE IS D

Daily a  Weekly a  Monthly

12. FILE BECOMES INACTIVE AFTER

a  Month(s) o Year(s)

Number

13. CURRENT LOCATION(S) (BldgA.' Floor, Room)

IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency ot office;

15. ACCESS RESTRICTIONS (I yes, cile law(s) & regulation(s)

o Yes : . o No

a  Yes : ’ o No
.
16. AUDIT REQUIREMENTS
O None o State 0O Fegeral O Independent

17. IS AN INDEX SYSTEM USED? {If yes, explain briefly and
describe any hardware/software)

O Yes O No

18. RECOMMENOED RETENTION

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

3 550-4 (Revised V/93)




